
Page: 1 of 6

 Flowcharting Standards – Please use ONLY the symbols shown below, following these guidelines:
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Interface

Output

Decision - shows a decision point, such as yes/no. Each 
path emerging from the diamond must be labeled with 
one of the possible answers.

Manual Task - Represents an individual step or activity in 
the process that is made out of FI$Cal.

System Task - Represents an individual step or activity 
in FI$Cal. 

Input Documents – A paper document (or email) that is 
used for entering data in the process. For electronic data 
should be use the Interface shape. 

Output Documents -  An electronic document that is 
created by the process and can be printed (for example – 
any kind of report). 

Connector -  On/Off-Page Connector. Used to avoid 
complex overlapping connector lines or  to continue a 
process on a subsequent page.  Connectors are labeled 
with UPPER CASE letters.

Input

Decision
Interface –  Data conversion from one electronic 
system to another.

Flow Arrow 

Intra Integration 
Process

Intra Integration Process -  A input or Output to some 
other process within the same capability  

Swim lanes used to indicate which user role has primary responsibility for performing steps in the 
process.  If an activity involves participation by more than one role, place it in the swim lane for the role 
with primary responsibility, or put it on the line that divides both roles.

Manual

Start/
End

Start/End - Indicates point at which the process begins 
or ends. Does not represent any activity.

System Activity

Batch Process - Represents a batch process within Fi$Cal.  Use a 
verb phrase (Process Invoice) NOT a noun phrase (Invoice 
Processing) to describe the step.Batch 

Process
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AR4 – Process Payments
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Start
Receive 

Customer 
Payments

Printed Receipt 
Required?

Print Receipts For 
Customer & AR 

Unit

Enter Deposit Slip 
Details

Locate Deposit &
Enter Payment 

Details
A

Payment for a 
receivable? 

Flag as a Direct 
Journal Payment

No

Enter/Update 
Payment 

Accounting Entries

Set Direct Journal 
Payment to Post

Budget Check 
Payment

Budget Errors?

Yes

GL – Enter and 
Process Journals

No

Enter Customer ID, 
if desired, for 

tracking purposes

Enter Invoice ID or 
AR Item ID for the 

Payment
Yes

Apply using 
Payment 

Predictor?
BYes (Full payment) C

No (partial payment)

End

Process 
Interfaced 
Payments 

(INFAR018)

Yes

No

Provide Payment 
Details To AR Unit 

A
Print Bank Deposit 
Slip And Take To 

The Bank

F

F
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AR4 – Process Payments
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B
Mark Payment For 
Payment Predictor 

Processing

Process 
Payment 
Predictor/
Posting

Review Posting 
Results

Correct Posting 
Errors

Posting 
Result?

GL – Enter and 
Process Journals

End
Yes 

Posted

Errors

Create/Review 
Payment 

Worksheet
C

Post to 
Receivable?

Select/Review 
Receivables for 

Payment
Overpayment?

Set Payment 
Worksheet to Post

Create On-
Account or Apply 

to other 
Open Recievable

Review/Update 
Accounting Entries

Document Notes 
for Overpayment/

On-Account

D

Business Process to 
send AR Accounting 

Entries to the 
General Ledger

ARPREDCT / 
ARUPDATE processes

Yes No

No – Payment Worksheet Created

Yes

Successfully 
Applied?

F

No – use Direct Journal

Post to 
Customer

?

No

Yes
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C

Start
AP3 – Process 

Payments

AP Automatic 
Deposit 
Process

Process 
Interfaced 
Payments

Process 
Payment 
Predictor/
Posting

Review Posting 
Results

Correct Posting 
Errors

Posting 
Result?

GL – Enter and 
Process Journals

EndPosted

Errors

Business Process to 
send AR Accounting 

Entries to the 
General Ledger

ARPREDCT / 
ARUPDATE processes

E

AR Automatic 
Deposit 
Process

Process 
Interfaced 
Payments

Payment Worksheet 
Created

E
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Post 
Payments

Posting Errors?D
Review Posting 

Results
GL – Enter and 

Process Journals
End

ARUPDATE 
process 

Correct Posting 
Errors

No

Yes

Business Process to 
send AR Accounting 

Entries to the 
General Ledger
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Select Payment To 
Unpost

Start
Type of 

Payment 
Adjustment?

Review Unposted 
Receivable And 

Payment

Start Process for 
Payment Adjustments

Process 
Unposting Of 

Payment

A

Receivable
 (Invoice or AR item)

ARUPDATE 
Process

Notify Cashiering Unit 
or Notify Source 

System for Interfaced 
Payments

Incorrect Deposit Amount

End

Misc. Reciept

 Update AR Item 
Or Invoice If 

Needed

Identify Incorrect 
Payment 

Request Agency 
Check from AP

Take To The Bank

Deposit is 
Over or Under

Stated? 

Create 
Supplemental  
Deposit Slip

Under

Over

Record Deposit/
Payment

Zero Or Negative 
Amount

Code 
Payment 

Adjustments 

Set Payments To 
Post

Process 
Payment

Reconcile 
Payments In CM

End
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